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TITLES  AND  SUBJECTS 
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Adventures  In  Social-Business  Education,  Lloyd 
L.  Jones,  274 
Airlines, 

Jobs  In  South  American  Airlines,  456 
Revolution  In  Transportation,  A,  92,  157 
Applying  for  a  Teaching  Position,  John  T.  - 
Walter,  552 

Are  You  Teaching  Army  Clerical  Procedures? 

David  J.  Kappel,  286 

Amy  Correspondence,  Kenneth  I.  Ritchey,  262 
Audio-Visual  Aids, 

Evaluating  Audio-Visual  Aids,  450 
How  to  Use,  144,  201,  258,  384 
Pay  Dividends,  28 

Audio-Visual  Materials  Tried  and  True,  Eliza¬ 
beth  Goudy  and  Francis  W.  Noel,  68 
A*yards  Department,  B.E.W. ,  42 
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Beginning  of  Business  Life,  The,  Gladys  Bahr, 
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Blueprints  for  Progress,  Thomas  Tapper,  9 
Book  Reviews,  46,  120,  178,  239,  299,  355, 

413,  473,  527,  588 
Bookkeeping, 

Bring  Bookkeeping  up  to  Date,  390 
Contests  (See  B.E.W,  Bookkeeping  Contests) 
Development  of  Bookkeeping  Texts,  The,  213 
Let's  Defer  Closing  Entries,  314 
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Treatment  of  Discounts  In,  The,  579 
winners  of  International  Bookkeeping  Con¬ 
test,  568 

Bring  Bookkeeping  up  to  Date,  Mylo  Dale,  390 
Business  and  Education— An  Imperative  Partner¬ 
ship,  Thomas  C.  '^oushall,  75 
Business  Education, 

Now  and  for  the  (■'uture,  61 
Status  of,  a  symposium,  82 
Vocational  Guidance  In  Postwar,  249 
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Motivate  the  Lesson,  35,  169,  297 


Business  Letter  Becomes  Kinder  with  Age, 

The,  Calvin  T.  Ryan,  583 
Business  Letter  Writing  (SfiS  Letter  Writing) 
Business  Machines,  Touch  Addition  Drills  for 
the  Full-Keyboard  Calculator,  101 
Business  Mathematics,  Drills  In  Preinduction, 
17,  105,  237,  346,  411,  466 
Business  Teacher’s  Summer,  A,  Olga  Alber,  379 

C 

Changes  for  Business  Texts,  Dorothy  M.  John¬ 
son,  544 

Classic  Research  In  Human  Skills,  Harold  H. 
Smith,  284,  397,  576 

Collegiate  Discrimination  against  Shorthand 
and  Typewriting,  Paul  0.  Selby,  270 
Commandos  Strike  at  Keys,  The,  Glenn  W. 

Dodds,  368 

Comment  on  Proposed  Federal  Aid  for  Training 
Office  Workers,  Lewis  R.  Toll,  160 
Comments  on  Dvorak  Keyboard,  Harold  H.  Smith, 
205 

Connents  on  Ten  Commandments  for  Skill 

Building,  James  L.  M'ursell  and  Charles 
E.  Benson,  63 

Commercial  Law  (See  Business  Law) 

Commercial  Teachers  In  Wartime,  Ray  Abrams, 

26 

Comprehensive  Final  Examination  In  Business 
Law,  A,  R.  Robert  Rosenberg,  523 

Conscription  for  Lady  Secretaries,  Robert _ 

M.  Yoder,  278 
Conservation, 

N01.A  Research:  Conserving  Time  and 
Materials,  A,  565 

Some  Valuable  Suggestions,  107 
Constructive  Analysis  of  Typewriting  Errors, 
Katherine  Switzer  Humphrey,  325,  432 
Contests, 

Bookkeeping, (ijfifi  B.E.W.  Bookkeeping 
Contests) 

Letter-Writing,  152;  Results,  316 

Wartime  wisdom,  3'^3;  Results,  582 
Continuous  Concentration  while  Typing,  Esby 
C.  McGill  and  Harold  H.  Smith,  72 
Co-operative  Secretarial  Training,  * 

How  a  Co-operative  Part-time  Class  Works, 
392 

They  Get  Jobs’  32 

Co-ordination  In  Business  Education,  J.  Frank 
Dame,  492 

Credit  for  Shorthand  and  Typewriting,  11,  270, 
347 
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T'^ve  1  opment  of  ^o:'kkeeplng  Texts,  The,  Earl 
'levenger,  213 

Device?  t jt  Teaching  Oregg  Shorthand  Brief 
f  jiTtf,  Estelle  L.  Fophair,  210 
Distributive  Education, 

Ten  T  nuLandir.eits  for,  143 
«ar  Aid,  A,  371 

Do  Your  Transcription  Students  Need  a  Jolt?  518 
Dramatizing  Your  Typing  Instruction,  George 
rtjrralne  Cohen,  550 

Drills  In  Frelnductlon  Mathematics,  R.  Robert 
Rosenberg,  17,  105,  237,  346,  411,  466 
Dvorak  Keyboard,  Conments  on,  Harold  H.  Smith, 
205 
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Economic  Geography, 

Find  the  Critical  Materials,  W.  0.  Blanchard, 
44 

Economic  Viewpoint  of  Shorthand,  D.  Hlmebaugh, 
331 

Efficiency  Ratio  In  Shorthand  Transcription, 

The,  Eemhard  Eargen,  6 
Elnployee  Training, 

Blueprints  for  Progress,  9 
What  Businessmen  Say  about  the  Qnployee 
Problem,  547 
English, 

Dictionary  Changes  In  Spelling  and  Hyphena¬ 
tion,  14 

Teaching  of  Syllabication,  The,  141,  223 
Wartime  Course  In  English,  A,  317 
We  or  I  or  You  In  Letters?  353 
Evaluating  Audio-Visual  Aids,  Elizabeth  Goudy 
and  Francis  w,  Noel,  438 
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Federal  Aid  for  Training  Office  Workers, 

Comment  on,  Louis  R.  Toll,  160 
Find  the  Critical  Materials,  A  Puzzle  In  Eco¬ 
nomic  Geography,  W.  0.  Blanchard,  44 
Forgery  Is  a  Business,  Frank  J.  Wilson,  501 
Functional  Method,  Suggested  Adaptation  of  the, 
135 
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Geography  (S£fi  Economic  Geography) 

Grade  Conversion  Table  for  Shorthand  Tests,  A, 
A.  James  Kalbaugh,  380 
Gregg  Writer  Plates,  Keys  to,  49,  122,  180, 

240,  301,  359,  417,  475,  533 

H 

Handwriting, 

Print,  Don’t  Write!  311,  377 
How  a  Co-operative  Part-time  Class  Works, 

H.  D.  Shotwell,  392 

How  One  Private  School  Serves,  Harold  H.  Smith, 
505 

How  to  Use  Audio-Visual  Aids,  Elizabeth  Goudy 
and  Francis  W.  Noel,  144,  201,  258,  384 
Humphrey,  Clyde  W.,  Washington  Interview  with, 
555 

I 

1  Was  a  "Feather  Merchant,"  Allan  Laflln,  253  . 
In  response  to  your  request  for  a  reference, 
Marlcn  Lamb,  163 


Income  Tax  Deductions,  332 
Intangibles  for  Speed  Development  In  Type¬ 
writing,  Ralph  Masteller,  139 
International  Bookkeeping  Contest,  Milton 
Briggs,  337,  568 

J 

Jobs  In  South  American  Airlines,  Frances  Aves 
Smith,  456 

John  Faithful  Comments,  Clarence  E,  Birch,  212 
Journalism,  Two  Shorthand  Newspapers,  77 
Junior  College  and  Business  Education,  The, 
Lloyd  L.  Jones,  365,  442 
Justice  for  the  Teacher,  Sister  Marie 
Francis,  106 

K 

Keeping  Our  Tj'pewrltlng  Students  Interested, 
Henrj-  Yankow,  495 

Keys  to  Gregg  Writer  Shorthand  Plates,  49, 

122,  180,  240,  301,  359,  417,  475,  533 
Kyker,  B.  Frank,  Washington  Interview  with, 

429 

L 

Lamp  of  Experience,  The,  Harriet  P.  Banker, 
no,  230  ,  348  ,  445  ,  535 
Law  (See  Business  Law) 

Law  Cartoons,  R,  Robert  Rosenberg,  26,  173, 
225,  345,  463,  526,  560 
Letter  to  a  Former  Pupil,  A,  Celia  Ayars 
Priestley,  100 
Letter  Writing, 

B.E.W.  Letter-Writing  Contest,  152 
Business  Letter  Becomes  Kinder  with  Age, 
The,  583 

In  response  to  your  request  for  a 
reference,  163 

We  or  I  or  You  In  Letters?  353 
Let’s  Defer  Closing  Entries,  Jack  G.  Edelman, 
314 

Let’s  Do  Something  about  It,  Arthur  G. 

Skeeles,  111 

Look  Into  the  FYiture  at  Business  Education, 

A,  Paul  F.  Muse,  563 

M 

Margin  for  Error — Is  There  Any?  42 
Mathematics,  Drills  In  Preinduction,  17,  105, 
237,  346,  411,  466 
Memory  Devices, 

For  Code  and  Numbers,  60 
For  Teaching  Gregg  Shorthand  Brief  Forms, 
210 

Use  of.  In  Wartime  Training,  57 
Methods  vs.  Skill  In  Shorthand  Instruction, 

L.  J.  Bennlnger,  388 

Motivate  the  Business  Law  Lesson,  R.  Robert 
Rosenberg,  35,  169,  297 

N 

National  Office  Management  Association, 

Activities  of  Interest  to  Business  Teach¬ 
ers,  Benjamin  R.  Haynes,  427 
Research,  A,  :  Conserving  Time  and  Mate¬ 
rials,  Benjamin  R.  Haynes,  565 
Services  of,  497 

Needed:  Balance  In  Education,  Carl  J. 
Folkerts,  494 


Not*  Use  for  Office  Manuals,  A,  I.  David  Sat- 
low,  148 

Ne*»s  from  Washington,  98  ,  321 

Nlmnulcwallah,  James  R.  Po*wr,  561 

No  Time  to  Dilly-Dally,  Florence  E.  Ulrich,  24 

0 

Office  Practice, 

New  use  for  Office  Manuals,  A,  148 
Workable  Plan  for.  A,  329 
Office  Supplies  and  Equipment,  34,  116,  174, 

236,  290,  350,  406,  460,  522,  586 
Office  Training  In  the  Smaller  School,  Olga 

Alber,  96 

Official  Reporting  In  the  Federal  Courts, 
Charles  L.  Swem,  437 

Oh,  but  that's  different;  (cartoon),  Gilbert 
,  Kahn,  455,  514,  578 

On  the  Lookout,  Archibald  Alan  Bowie,  34,  116, 
174,  236,  290,  350,  406,  460,  522,  586 
Order  of  Business  Efficiency,  Activities  of, 
448,  504,  543 

Our  Merchant  Marine,  Frances  Aves  Smith,  216 
Our  Pan-American  Neighbors,  460 

P 

Pan-America, 

How  to  Get  Pan-American  Facts,  452 
Jobs  In  South  American  Airlines,  456 
Our  Pan-American  Neighbors,  450 
6,000  Go  Pan-American,  454 
Part-Time  Jobs — an  Opportunity,  Clayton  H. 
Hlnkel,  558 

Pedagogic  Parallels  In  Radio  Code,  Shorthand, 
and  Typing,  Gilbert  Kahn,  574 
Personality  Skits,  27,  91 
Practical  Value  of  Junior  High  Typing,  The, 

W.  T.  Harper,  551 

Preinduction  Mathematics,  Drllis  In,  17,  105, 

237,  346,  411,  466 

Print,  Don't  Write;  William  E.  Gay,  311,  377 
R 

Radio  Code,  Teaching,  575 
Real  War  Work  for  Students,  Maxine  M.  Yotter, 
252 

Reporting,  Court,  437 

Revolution  In  Transportation,  A,  N.  L.  Engel- 
hardt,  Jr.,  and  Frances  Aves  Smith,  92, 
157 

S 

School  Journal  1^  (See  Journalism) 

Secretary  and  the  Dnployer,  The,  Elizabeth 
\  K.  Wilson,  307 
Secretarial  Training, 

Somebody  Ou^t  to  Tell  Us  These  Things,  489 
Suomer  Weeding,  423 
What's  Wrong  with  This  Picture,  27,  91 
Secretaries,  Conscription  for,  Robert  M. 

Yoder,  278 

Services  of  NOMA,  Benjamin  R.  Haynes,  497 
Shorthand, 

Brief-Form  Charts  as  Visual  Aids,  134 
Collegiate  Discrimination  against,  270 
Devices  for  Teaching  Gregg  Shorthand  Brief 
Forms,  210 

Economic  Viewpoint  of,  331 
Grade  Conversion  Table  for  Shorthand 
Tests,  A,  380 


Shorthand  (Continued) 

In  Liberal  Arts  Colleges,  11 
Methods  vs.  Skill  In  Shorthand  Instruc¬ 
tion,  388 

Standard  Word  In  Shorthand  Dictation,  The, 
280 

Standard  Word  vs.  Shorthand  Stroke  In 
Shorthand  Dictation,  The,  541 
Suggested  Adaptation  of  the  Ftmctlonal 
Method,  135 
Teaching, 

Wartime  Problems  In,  1 
Teaching  Devices, 

Almeter,  Mary  A.,  230,  585 
Sister  M.  Lucentla,  230 
Sister  Mary  Vemard,  348 
Ten  Coonandments  for  Skill  Building,  19; 

Comments  on,  63 

Tests  and  A**ard3  for  Shorthand  and  Typing, 
103 

This  Matter  of  Speed  Building,  341 
Two  Shorthand  Newspapers,  77 
Wartime  Dictation  Material,  109 
What  Should  Be  Done  In  Shorthand  Classes 
during  This  Wartime  Elnergency,  221 
Why  Do  Girls  Choose,  226 
6,000  Go  Pan-American,  Archibald  Alan  Bowie, 
454 

Skill  Building, 

Comments  on  Ten  Commandments  for,  63 
Ten  Commandments  for,  19 
Social-Business  Education,  Adventures  In,  274 
Some  Valuable  Conservation  Suggestions,  Earl 
Strong,  107 

Somebody  Ought  to  Tell  Us  These  Things,  M. 

Elnlly  Greena**ay,  488 
Standard  Word, 

In  Shorthand  Dictation,  The,  Louis  A. 
Leslie,  280 

Vs.  Shorthand  Stroke  In  Shorthand  Dicta¬ 
tion,  Paul  L.  Turse,  541 
Standards  for  Stencil  Duplicating,  Edward  H. 
Goldstein,  499 

Status  of  Business  Education,  The,  a  sympo¬ 
sium,  82 

Students  Make  Recordings  for  General  Business 
Training,  Donald  R.  Roberts,  150 
Suggested  Adaptation  of  the  Functional 
Method,  Esther  R.  Sass,  135 
Suggested  Reading  In  Other  Journals,  M. 

Herbert  FT«eman  and  Edith  J.  Tuchman, 
357 

Summer  School  Directory,  468,  515 
Summer  Weeding,  Marjorie  Hunslnger,  423 
Survey  of  Types,  A,  Sister  Mary  Marguerite, 

79 

Syllabication,  The  Teaching  of,  141,  223 
T 

Teachers  Can  Learn  from  Industrial  Job  Rela¬ 
tions  Training,  Herbert  A.  Tonne,  374 
Teachers  Learn  to  Typo  at  Our  School,  Clarice 
Frlssell,  5 

Teachers  of  Bookkeeping,  Ten  Conmandments 
for,  William  C.  Wallace,  199 
Teachers  of  Transcription,  Ten  Commandments 
for,  Wallace  Renshaw,  67 
Teaching  of  Syllabication,  The,  Raiph  S. 
Handy,  141,  223 


Ten  Comnandments, 

For  Distributive  Education,  Murray  Banks, 

143 

For  Practical  Punctuation,  Dorothy  M. 

Johnson,  265 

For  Skill  Building,  Louis  A.  Leslie,  19 
For  Skill  Building,  Comments  on,  James  L. 

Mursell  and  Charles  E.  Benson,  63 
For  Teachers  of  Bookkeeping,  William  C. 
Wallace,  199 

For  Teachers  of  Transcription,  Wallace 
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Tests, 
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-Continuous  Concentration  while  Typing,  73 
Dramatizing  Your  Typing  Instruction,  550 
How  One  Private  School  Serves,  505 
In  Liberal  Arts  Colleges,  11 
Intangibles  for  Speed  Develoiment  In,  139 
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Teachers  Learn  to  Type  at  Our  School,  5 
Teaching  Devices, 
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Sister  M.  Jane,  348,  445 
Stewart,  Marie  M. ,  445 
—  Ten  Cognandments  for  Skill  Building,  19 
Tests  and  Awards  for  Shorthand  and  Typing, 
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Your  Typing  Room — Can  You  Afford  It?  511 


U 

use  of  Memory  Devices  In  Wartime  Training, 

The,  Donald  E.  Smalley,  57 
Using  Microfilms  for  Research  In  Business 
Education,  I.  David  Satlow,  194 
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Vocational  Education,  What  the  Naval  Training 
Program  Means  to,  161 

Vocational  Guidance  In  Postwar  Business  Edu¬ 
cation,  Harry  D.  Kltson,  249 
Vocational  Rehabilitation, 
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Wartime  Suggestions  for  Business  Teachers, 

266 

Wartime  Wisdom  Contest,  373,  582 
Washington  Interview,  Marlon  M.  Lamb,  429, 
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